
Login into Self-Service and select Employee from the Home screen.

Then select Leave from the menu. 

Your leave request form will appear as shown below.  Select the Request 
Leave button to start the leave process. 



Above Select a Leave Type for the type of leave you want to create a request to use.  

** Do not enter a date range that spans more than one pay period.  If you would like to 
request leave that spans more that one period, please sepa-rate the request into to two
separate requests. 

Once you’ve select the leave type you can select the date range you want request



Enter your hours for each day requested and click the submit arrow on the 
top right when completed.

Once you’ve entered your hours requested and clicked the submit arrow on the top 
right, the leave request will be reflected in the outstanding leave requests on the top left 
of the screen.



The main leave screen shows all leave requests and the status of those requests as well 
as leave balances. (above)


